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Scope of operations 
This SOP covers the standard process for receiving initial applications for membership into the 
Environmental Stewardship Program.  The SOP describes steps to be taken once the application is 
received and steps taken to review the application to determine if the applicant meets the membership 
criteria. 
 
Scope of applicability 
This SOP is to be used by staff in the Office of Pollution Prevention and Technical Assistance including 
Administrative Assistants, the Branch Chief, the Assistant Commissioner, and the Program Manager.  
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_______________________________                             __________  
Rick Bossingham, Assistant Commissioner   Date 
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1.0 Overview “work-flow” flowchart 

  
SOP 1 refers to the Environmental Stewardship Program Initial Application Intake and Review SOP.  
SOP 2 refers to the Environmental Stewardship Program Compliance Check SOP.  SOP 3 refers to 
the ESP Award Ceremony SOP.  Refer to Section 5 for more details on the ESP Application Review 
procedures.    

 

Process 
application 

Award 
applicant 

Complete 
compliance 

history review  

Request 
compliance 
history data 

Receive 
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SOP 3SOP 2SOP 1 

2.0 Definitions  
2.1. “Administrative Assistant (AA)” – A non-supervisory agency staff responsible for fulfilling 

tasks as outlined in the Environmental Stewardship Program Initial Application Intake and 
Review SOP.   

 
2.2.  “Announcement Date” – The date applicant decisions are released.  The Announcement 

date for applications submitted in April through May will be a date in early September.  The 
Announcement date for applications submitted in September through October will be a 
date in early February.  IDEM should strive to have announcement dates as close to the 
first of the month as possible.   

 
2.3. “Assistant Commissioner” – The Assistant Commissioner of the Office of Pollution 

Prevention and Technical Assistance. 
 
2.4. “Contracts Administrator” – An Agency staff member in the Business Service Division of 

the Office of External Affairs responsible for preparing and coordinating MOUs, MOAs and 
Contracts for the entire Agency. (A-027-OEA-06-P-R0, A-013-OEA-06-P-R1) 

 
2.5. “Environmental Stewardship Program (ESP)” – “Environmental Stewardship Program 

(ESP)” – The Environmental Stewardship Program is a voluntary environmental 
performance based leadership program to promote continuous environmental 
improvement in Indiana.  Members are afforded recognition and regulatory incentives from 
the Indiana Department of Environmental Management. 
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2.6. “Initial Completeness Review” – A cursory review of the application to ensure all basic 
information required to be submitted is included in the application.  This review is not a 
determination of whether the information submitted is adequate for membership. 

 
2.7. “Operations Branch Program Director” – An agency staff person responsible for reviewing 

the Environmental Stewardship Program Initial Application Intake and Review SOP.   
 
2.8. “Pollution Prevention Branch Chief (P2 BC)” – A Branch Chief in the Office of Pollution 

Prevention & Technical Assistance and responsible to the Assistant Commissioner.   
 
2.9. “Senior Environmental Manager 1 (SEM1)” – A non-supervisory agency staff responsible 

for fulfilling tasks as outlined in the Environmental Stewardship Program Initial Application 
Intake and Review SOP.   

 
2.10.  “Site Visit” – A general trip to the applicant’s location, the purpose of which is solely to 

view the operations taking place at the location and to meet face to face with the applicant.  
Discussion at the site visit may include topics such as: the proposed environmental 
improvement initiative, the applicant’s environmental management system, and the 
applicant’s compliance history. 

 
2.11. “Year of Announcement” – The year in which the applicant would be announced as a 

member if the applicant is accepted into the program.  Applications submitted in 
September 2008 through October 2008 will be announced in February 2009.  Therefore 
the Year of Announcement for those applications will be 2009.  Applications submitted in 
April through May 2009 will be announced in September 2009.  Therefore the Year of 
Announcement for those applications will be 2009.   

 

3.0 Roles 
3.1. Responsibilities: 

A. SOP Writer / Senior Environmental Manager 1 
3.1.A.1. Review SOP and project files annually and update as necessary 
3.1.A.2. Develop and present training for new staff on an as needed basis 
3.1.A.3. Conduct ESP Application Intake and Review as indicated in Section 5 
 

B. Administrative Assistant 
3.1.B.1. Conduct Environmental Stewardship Program Initial Application Intake and 

Review SOP as indicated in Section 5 
 

C. Pollution Prevention Branch Chief 
3.1.C.1. Ensure ESP application review occurs in a timely fashion 
 

D. Assistant Commissioner 
3.1.D.1. Conduct ESP application review as indicated in Section 5 
 

3.2. Training and Experience requirements: 

A. SOP Writer / Senior Environmental Manager 1 
3.2.A.1. Microsoft Word, Microsoft Excel, Microsoft PowerPoint 
3.2.A.2. Public speaking 
3.2.A.3. SOP design and development  
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3.2.A.4. Environmental management systems 
 

B. Administrative Assistant 
3.2.B.1. SOP design and development 
3.2.B.2. Microsoft Word and Microsoft Excel 
 

C. Pollution Prevention Branch Chief 
3.2.C.1. Environmental management systems 
3.2.C.2. ESP Independent Assessment Protocol 
3.2.C.3. SOP design and development 

 
D. Assistant Commissioner 

3.2.D.1. Environmental management systems 
3.2.D.2. ESP Independent Assessment Protocol 
3.2.D.3. SOP design and development 
3.2.D.4. Interdepartmental relationships between program areas 

 

4.0 Description of equipment, forms, or software to be used 
Equipment 

C5058 Copier Scan applications to electronic documents.   
Documents 

Environmental Stewardship Program 
Compliance Check B-006-OPP-P-
XX-09-S-R1 

The Compliance Check SOP is the official procedure for 
conducting the screening analysis and compliance status for the 
Indiana Environmental Stewardship Program. 

Initial Completeness Review 
Checklist 
 

The Initial Completeness Review Checklist is a table that 
OPPTA staff can use to determine if ESP applications contain 
the basic information required to be submitted by the applicant.  
Available at I:\P2\Stacey\ESP\Application\Application.   

Forms 
ESP Application Form 
 

ESP Application Form is used by Indiana organizations to 
become recognized in the Indiana Environmental Stewardship 
Program.  Available at 
http://www.in.gov/icpr/webfile/formsdiv/2909.htm.    

ESP Independent Assessment 
Protocol 
 

The ESP Independent Assessment Protocol is used to verify 
completion of environmental management system 
documentation and implementation.  Available at 
http://www.in.gov/idem/4434.htm. 

ESP Program Checklist for Potential 
Regulatory Incentives 
 

The ESP Program Checklist for Potential Regulatory Incentives 
is used by new members to request regulatory incentives.  
Available at http://www.in.gov/icpr/webfile/formsdiv/.  

Software 
Awards and Recognition Program 
Database 
 

Records communication and contact with entities receiving 
awards or recognition from IDEM.  

 
  

http://www.in.gov/icpr/webfile/formsdiv/2909.htm
http://www.in.gov/idem/4434.htm
http://www.in.gov/icpr/webfile/formsdiv/
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5.0 Procedure 
5.1. Procedure 

A. Receiving applications: 

Task or Process Person 
Responsible 

Time Frame 

Create applicant file folders.  All applicant file 
folders are stored in OPPTA ESP / CLEAN file 
cabinet.  Applications received via: 

• Mail – place original application in 
applicant’s folder 

• E-mail – print and place in applicant’s 
folder 

• Electronic information – file in applicant’s 
e-mail file folder 

SEM1  Immediate upon receiving 
information 

Email applicant names to “ESP Weekly 
Application Listserv” for each week that an 
application is received.  See listserv list at 
I:\P2\Stacey\ESP\Application\Application. 

SEM1 Once each week for duration of 
60-day application period (no 
email is sent if no applications 
are received that week) 

 
B. Conduct initial ESP application completeness review: 

Task or Process Person 
Responsible 

Time Frame 

Email applicant confirming application was 
received  

SEM1 Within two days of receipt 

Conduct initial completeness review using 
“Initial Completeness Review Checklist” at 
I:\P2\Stacey\ESP\Application\Application. 

• If application incomplete: identify needed 
items; phone or e-mail applicant requesting 
needed items; allow five days (or by end of 
application period) for applicant to respond 
with needed information 

o Receive all requested application items 
and proceed to internal review process 

o Requested items are not received 
during timeframe allotted; send letter to 
applicant stating must reapply during 
next application period (send updates 
to AC containing status of application 
completeness prior to removing 
applicant) 

SEM1  Within one week of receipt 
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C. Conduct IDEM internal review process:   

Task or Process Person Responsible Time Frame 

Email ”ESP Weekly Application Listserv” with 
final list of ESP applicants requesting routine 
inspections to be put on hold until end of 
internal review period 

SEM1 First week of 90-day 
internal review period 

Email MACS website coordinator requesting list 
of applicants be added to ESP website at 
http://www.in.gov/idem/4431.htm  

SEM1 First week of 90-day 
internal review period 

• Follow ESP Compliance Check SOP for 
completing a compliance check on each 
applicant.   

• Check EPA OTIS and ECHO websites at 
http://www.epa-otis.gov/ 

• Check for TRI reporting at www.epa.gov/tri  

SEM1 First week of 90-day 
internal review period 

Email applicant names, addresses, and Federal 
ID#’s to Contracts Administrator requesting 
Revenue and Workforce checks 

SEM1 First week of 90-day 
internal review period 

SEM1 sends applicant list to AA5.  AA5 enters 
the applicant’s information into the Awards and 
Recognition database  

AA5  First week of 90-day 
internal review period 

Compliance check results are emailed to SEM1 
(see ESP Compliance Check SOP) 

ESP Compliance Check 
listserv members and 
Contracts Administrator 

Within two days of 
receiving compliance 
check results according 
to Compliance Check 
SOP 

Applicant’s compliance check results are 
compiled into one document using ESP 
Applicant Summary template at 
I:\P2\Stacey\ESP\Application\Application 

SEM1 Within two days of 
receiving compliance 
check results 

Determine type of site visit at each applicant’s 
location and assign OPPTA staff, as needed.   

No CTAP site visit:  
a) No violations;  
b) No SNV / HPV within past 5 years; 
c) Minor violations.  

CTAP site visit:  
a) Not inspected within past year;  
b) SNC / HPV within past 5 years;  
c) Inspected in past year with HPV or SNC. 

SEM1  Within two days of 
receiving compliance 
check results  

Schedule appropriate ESP site visit and email 
agenda to applicant.  Email site visit meeting 
request to applicable OPPTA staff including 

SEM1  Within one week of 
receiving compliance 
check results 

http://www.in.gov/idem/4431.htm
http://www.epa-otis.gov/
http://www.epa.gov/tri
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facility name, address, contact, “ESP 
Application Summary,” and site visit agenda.   

Conduct site visit using “ESP Site Visit 
Guideline” located at 
I:\P2\Stacey\ESP\Application\Application 

SEM1 (or OPPTA staff 
person) 

During weeks five 
through nine of the 90-
day internal review period 

Notify MACS of upcoming new member press 
release  

SEM1 During week nine of the 
90-day internal review 
period 

Compile data collected during site visit and 
update the “ESP Application Summary.”  
Provide the “ESP Application Summary” to 
Branch Chief and Assistant Commissioner. 

SEM1 Within two days of 
completing site visits 

Assistant Commissioner and Commissioner 
make final member determination  

OPPTA Assistant 
Commissioner, 
Commissioner 

Within two weeks of 
receiving ESP Application 
Summary from OPPTA 
Assistant Commissioner  

Call applicants to inform them of membership or 
non-membership 

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Email “ESP Weekly Application Listserv” with 
final list of ESP new members 

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Add new members, addresses, and contacts to 
respective “ESP Members List” available at 
I:\P2\Stacey\ESP\Members 

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Create email listserv containing new member 
contacts and label using name of application 
round 

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Email MACS website coordinator to remove 
applicant list and add new member list to ESP 
website at http://www.in.gov/idem/4431.htm 

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Email “ESP Checklist for Potential Regulatory 
Incentives” state form to approved applicants   

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

http://www.in.gov/idem/4431.htm
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Mail declination letters for each applicant using 
the “ESP Declination Letter Template” located 
at I:\P2\Stacey\ESP\Application\Application 

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Send new member congratulation letter for 
Governor’s signature to Business & Legislative 
Liaison using the template located at 
I:\P2\Stacey\ESP\Application\Application 

SEM1 Within two days of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Place letters on Governor’s office letterhead, 
obtain signature, and return to ESP Program 
Manager 

Business & Legislative 
Liaison 

 

Receive copy of signed congratulation letter, 
make copy for member’s file, and mail letter 

SEM1 Within one month of 
sending for signature  

Add new member data to “ESP Tracking 
Database” at 
I:\P2\Stacey\ESP\Members\Tracking 

SEM1 Within one week of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Request ES3 to revise ESP member map and 
post to OPPTA P2 metrics board   

SEM1 (ES3) Within one week of 
receiving final 
determination from 
OPPTA Assistant 
Commissioner 

Schedule new member award ceremony 
following the “ESP Award Ceremony SOP” 

SEM1  See “ESP Award 
Ceremony SOP” 

 
 

6.0 Records Management 
The SEM1 stores and maintains all hard-copy documents pertaining to ESP application in the 
applicant’s ESP file folder within the ESP filing cabinet.  Hard-copy documents include original 
application documents, completed Initial Completeness Review Checklist, and completed ESP 
Independent Assessment Protocol.  All electronic documents received are stored and maintained 
electronically in the SEM1’s Outlook e-mail file folder and may also be printed and stored in the 
applicant’s file folder.   
 

7.0 Quality Assurance / Quality Control 
ESP applications are reviewed against the criteria outlined in Section 5: ESP Application Review 
Procedure.  Future updates to this SOP document are reviewed by Pollution Prevention Branch 
Chief, Operations Branch Program Director, Assistant Commissioner of Pollution Prevention & 
Technical Assistance, and Quality Assurance Staff.   
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8.0 References 
8.1. Environmental Stewardship Program Compliance Check SOP 
8.2. Environmental Stewardship Program Independent Assessment Protocol 
8.3. Executing the ESP Application Review SOP meets the statutory requirements as provided 

in 326 IAC 25, 327 IAC 18, and 329 IAC 18.   
 

9.0 History of Revisions  
The following table summarizes the history of revisions made to this SOP. 

Revision Date Revision Number Description of Change Impacts on Performance 

 Original File Initial SOP Development Standardization of 
Procedures 

January 5, 2009 1 Revision of initial SOP to 
include all tasks 
associated with 
application intake and 
review 

Standardization of 
Procedures 

April 21, 2009 2 Updated locations of 
documents found in I: 
and removed reference 
to Performance Track 

Standardization of 
Procedures 

 

10.0 Appendices 
10.1. Indiana Environmental Stewardship Program Application Form 52772:  

http://www.in.gov/icpr/webfile/formsdiv/idem.html 
10.2. Environmental Stewardship Program Independent Assessment Protocol: 

http://www.in.gov/idem/4434.htm 
10.3. ESP Initial Completeness Review Checklist: I:\P2\Stacey\ESP\Application\Application  
10.4. ESP Program Checklist for Potential Regulatory Incentives: 

http://www.in.gov/icpr/webfile/formsdiv/ 
10.5. ESP Site Visit Guideline: I:\P2\Stacey\ESP\Application\Application 
10.6. Event Planner Template: I:\P2\Stacey\ESP\Members 

 

http://www.in.gov/icpr/webfile/formsdiv/idem.html
http://www.in.gov/idem/4434.htm
http://www.in.gov/icpr/webfile/formsdiv/
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Appendix 10.1 
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Appendix 10.2. Environmental Stewardship Program Independent Assessment Protocol 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

INDEPENDENT ASSESSMENT PROTOCOL 
VERSION 1.0 

August 30, 2006 
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GUIDE TO ESP INDEPENDENT ASSESSMENT PROTOCOL 
 
This Independent Assessment Protocol provides guidance to independent parties conducting EMS 
assessments at facilities wishing to apply to the Indiana Environmental Stewardship Program (ESP).   
This Protocol can be used as a stand-alone document, or it can be incorporated into existing audit 
protocols.  The auditor(s) conducting the assessment must meet the qualifications set out in the ESP 
Independent Assessment criterion available at 
www.in.gov/idem/idem/prevention/esp/assessmentcriteria.doc.   In addition, the auditor(s) should 
have a good working knowledge of all of the ESP EMS provisions and be familiar with the other ESP 
entry criteria. 
 
The assessment must cover all of the activities, products, and services within the scope of the “facility” 
wishing to seek entry into ESP.  Note that, for purposes of ESP, a facility may actually comprise buildings, 
properties, activities, and services that are not co-located on a contiguous parcel of land.  The auditor(s) 
should ascertain the boundaries of the facility and applicability of the EMS – both physical and functional 
– prior to conducting the assessment.  Any questions regarding the acceptability of a particular facility in 
this sense should be directed to IDEM at esp@idem.in.gov or 800-988-7901.  
 
This Protocol is organized into the following major evaluation areas: 
 

Section I: EMS Evaluation 
 Overall EMS 
 Policy 

Planning 
Implementation and Operation 
Checking and Corrective Action 
Management Review 
Public Outreach 

 
Section II: Senior Facility Management Commitment 
  

Following the evaluation sections is a Summary Form that can be used to summarize the auditor(s) 
findings.  Each evaluation topic area contains one or more assessment criteria that must be assessed.  
Criteria can be assessed as either:   
 
Yes Conformance. The facility has fully addressed the criterion. 

No – Minor Minor non-conformance. The facility has addressed or marginally addressed the criterion, 
but still has some discrepancies that could be corrected with minimal organizational, 
operational, or technical change and within a reasonable time frame. 

No – Major Major non-conformance. The facility has not addressed or adequately addressed the 
criterion. 

  
Facilities with minor non-conformances may be accepted into ESP if: a) IDEM determines that the non-
conformances taken as a whole do not compromise the effectiveness of the facility’s overall EMS, and b) 
there is an acceptable corrective action schedule in place to address the deficiencies.   Facilities with 
major non-conformances generally will not be eligible for entry into ESP until those deficiencies are 
corrected.  Contact IDEM for any questions on this topic. 

http://www.in.gov/idem/idem/prevention/esp/assessmentcriteria.doc
mailto:esp@idem.in.gov
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OVERALL EMS 

 

1. SCOPE  

 Does the EMS cover the entire physical area of the facility 
and all activities including any ancillary operations such as 
warehouses, power generation facilities, waste management 
facilities, offices, R&D facilities, other company divisions or 
product lines onsite, and contractors operating onsite? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 

Objective Evidence:  
 
 
 
Comments: 
 
 

 
 
 

 
2.  CHANGE MANAGEMENT 

 Does the facility consider the impacts of changes (e.g., 
management, budget, staffing, regulatory, product design, 
and equipment) on the effectiveness of its EMS and revise it 
as necessary? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 

Objective Evidence:  
 
 
 
Comments: 
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3.  EMS IMPLEMENTATION 

 Has the facility’s EMS been fully implemented (Plan, Do)? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 
Objective Evidence:  
 
 
 
 
Comments: 
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POLICY 
 

4. ENVIRONMENTAL POLICY  

 Does the environmental policy contain a commitment to 
compliance with legal and other requirements?  

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 
 Does the environmental policy contain a commitment to 

pollution prevention?  

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 
 Does the environmental policy contain a commitment to 

continuous improvement?  

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 Does the environmental policy contain a commitment to 
sharing environmental performance information with the 
community and responding to community concerns? 
NOTE: if not in policy, facility may have a separate public 
outreach procedure or functional program in-place. 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 Is the environmental policy communicated internally?  
[Auditor should interview appropriate/representative 
employees to determine whether the policy has been 
adequately communicated.] 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 

Objective Evidence:  
 
 
 
 
 
Comments: 
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PLANNING 

 
5. LEGAL AND OTHER REQUIREMENTS 

 Does the facility effectively identify and assess its legal 
and other requirements? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 
 
Objective Evidence:  
 
 
 
 
 
 
 
 
 
Comments: 
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6. ENVIRONMENTAL ASPECTS 

 Are regular environmental aspects analyses conducted? 
 

YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 
 Is the facility’s entire environmental footprint considered, 

including any ancillary operations (e.g., warehouses, 
power generation facilities, offices, R&D facilities), sister 
divisions onsite, and contractors operating onsite? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 Does the facility have a system for ranking aspects to 
determine their significance? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 Are the aspects kept up to date as changes occur at the 
facility, in the community, and as legal requirements 
change? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 

Objective Evidence:  
 
 
 
 
 
 
 
Comments: 
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7. OBJECTIVES AND TARGETS 

 Are meaningful and measurable objectives and targets 
set? 

YES 

 
NO - 

MINOR 

 

NO - MAJOR 

 

 Are procedures in place to accurately measure 
progress towards attaining environmental objectives 
and targets?     

YES 

 
NO - 

MINOR 

 

NO - MAJOR 

 
 

Objective Evidence:  
 
 
 
 
 
Comments: 
 
 
 

 

8. ENVIRONMENTAL MANAGEMENT PROGRAMS 

 Are the facility’s environmental management programs 
actively and effectively meeting their objectives and 
targets? 

YES 

 
NO - MINOR 

 
NO - MAJOR 

 

 Are objectives and targets supported by the means to 
achieve them? 

YES 

 
NO - MINOR 

 
NO - MAJOR 

 
Objective Evidence:  
 
 
 
 
 
Comments:  
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IMPLEMENTATION AND OPERATION 
 

9. STRUCTURE AND RESPONSIBILITY 
 Have responsibilities and authorities for managing and 

improving environmental performance been well 
defined? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 Have responsibilities and authorities for ensuring 
compliance with legal and other requirements been well 
defined? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 Have responsibilities and authorities for public outreach 
and communication of environmental performance been 
well defined? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 
Objective Evidence:  
 
 
 
 
Comments: 
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10. TRAINING, AWARENESS, AND COMPETENCE 

 Has the organization identified training needs and have 
all appropriate personnel received the necessary 
training? 

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 Are the facility’s employees aware of their roles and 
responsibilities within the EMS and maintaining 
compliance with applicable legal and other 
requirements, and capable of carrying them out?  

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 
Objective Evidence:  
 
 
 
Comments: 
 

 
 

11. COMMUNICATION 

 Does the facility effectively communicate its 
environmental and EMS information internally?  

 
YES 

 

NO - 
MINOR 

 

NO - 
MAJOR 

 

 
Objective Evidence:  
 
 
 
 
 
Comments:  
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12. EMS DOCUMENTATION  

 Is the environmental policy adequately documented?  
 

YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 
 Are the significant environmental aspects adequately 

documented? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 

 Are objectives and targets adequately documented? 
 

YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 
 Are roles, responsibilities, and authorities adequately 

documented? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 
 Is the compliance audit program adequately 

documented? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 
 Are the emergency preparedness and response 

procedures adequately documented? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 

 Is the EMS audit program adequately documented? 
 

YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 
 Are procedures for maintaining compliance with all 

applicable environmental requirements adequately 
documented? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 
 

Objective Evidence:  
 
 
 
 
 
Comments: 
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13. DOCUMENT CONTROL AND RECORDS 

 Does the facility have adequate document control and 
records retention systems to define and control its 
EMS?  

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 
Objective Evidence:  
 
 
 
 
Comments: 
 
 
 

 
 

14. OPERATIONAL CONTROL 

 Does the facility have adequate operational 
procedures to ensure that equipment and other 
operations comply with legal requirements and 
address the facility’s significant environmental 
aspects? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 

 Does the facility define and communicate its 
procedures to affected employees to ensure that 
activities are carried out under specified conditions 
that address significant environmental aspects and 
legal compliance? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 

 

Objective Evidence:  
 
 
Comments: 
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15. EMERGENCY PREPAREDNESS AND RESPONSE 

 Does the facility have emergency procedures that 
identify and prevent the potential for accidents and 
that mitigate the impacts of accidents?  

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 

 Does the facility review and revise, as necessary, its 
emergency preparedness and response procedures 
and periodically test such procedures where 
practicable? 

 
YES 

 

NO - 
MINOR 

 

 
NO - MAJOR 

 

 

Objective Evidence:  
 
 
 
 
 
 
Comments: 
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CHECKING AND CORRECTIVE ACTION 
 

16. MONITORING AND MEASUREMENT 

 Does the facility regularly monitor and measure its 
operations that can have a significant impact on the 
environment and record this information? 

 
YES 

 

NO - 
MINOR 

 

 
NO - 

MAJOR 

 

 Does the facility have effective procedures in place for 
monitoring and measuring, on a regular basis, its key 
environmental performance indicators (e.g., solid 
waste generation, water and energy usage, water and 
air emissions, material use)? 

 
YES 

 

NO - 
MINOR 

 

 
NO - 

MAJOR 

 

 

Objective Evidence:  
 
 
 
 
 
 
 
Comments: 
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17. EMS AND COMPLIANCE AUDITS  
 Does the facility adequately audit its conformance 

with its EMS (e.g., are facility personnel trained and/or 
competent in EMS auditing; are internal audits 
conducted on at least an annual basis; are all 
procedures, activities, products, and services covered 
in an audit cycle)? 

 
YES 

 

NO - 
MINOR 

 

 
NO - 

MAJOR 

 

 Does the facility adequately audit its compliance with 
applicable legal requirements (e.g., are facility 
personnel competent in compliance auditing; are 
internal audits conducted on at least an annual basis; 
are all regulated activities, procedures, products, and 
services covered in an audit cycle)? 

 
YES 

 

NO - 
MINOR 

 

 
NO - 

MAJOR 

 

 

Objective Evidence:  
 
 
 
 
 
 
 
 
 
Comments: 
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18. CORRECTIVE AND PREVENTATIVE ACTION 

 Does the facility have adequate procedures for 
investigating, correcting, and preventing 
nonconformance? 

 
YES 

 

NO - 
MINOR 

 

 
NO - 

MAJOR 

 
 

Objective Evidence:  
 
 
 
 
Comments: 
 
 
 
 
 

 
 
 

MANAGEMENT REVIEW 
 
 

19. MANAGEMENT REVIEW  
 Does the facility’s senior management review, at 

defined intervals, the effectiveness of its EMSs and are 
the findings of the review documented and addressed?  

 
YES 

 

NO - 
MINOR 

 

 
NO - 

MAJOR 

 
 
Objective Evidence:  
 
 
 
Comments: 
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PUBLIC OUTREACH & PERFORMANCE REPORTING 
 

20. IDENTIFYING AND RESPONDING TO COMMUNITY CONCERNS 
 Is the facility taking appropriate steps to identify 

and respond to community concerns? 
YES 

 
NO – 

MINOR 

 

NO - MAJOR 

 

 Does the facility adequately inform the community 
of important environmental matters that affect it? 

YES 

 
NO – 

MINOR 

 

NO - MAJOR 

 

 Is the facility’s approach to reporting performance 
information to the community appropriate to its 
scale of operations and setting? 

YES 

 
NO – 

MINOR 

 

NO - MAJOR 

 

 
Objective Evidence:  
 
 
 
 
Comments: 
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INTERVIEW WITH SENIOR MANAGEMENT 
 
Intent of interview with senior management is to ascertain whether or not senior management is fully 
committed to implementing and maintaining the facility’s EMS as needed for recognition in ESP.   
   

1. MANAGEMENT INVOLVEMENT IN ENVIRONMENTAL POLICY 

Describe your involvement in the development and communication of your 
facility’s environmental policy. How do you use the policy to guide decision-
making at your facility? 
 
Objective Evidence:  
 
 
 
Comments: 
 
 
 
 

 

        
2. MANAGEMENT ROLE IN EMS 
Discuss your role in managing environmental issues and discuss how you use 
the facility’s EMS to improve environmental performance. 

 
Objective Evidence:  
 
 
 
 
Comments: 
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3. MANAGEMENT ATTENTION TO EMS EFFECTIVENESS 
How do you as a senior facility manager determine the effectiveness of your 
facility’s EMS? 

 
Objective Evidence:  
 
 
 
 
Comments: 
 
 
 
 

 
4. MANAGEMENT EXPECTATIONS FOR ESP PARTICIPATION 
What do you see as the primary benefits of participating in ESP?  What can 
EPA or the State do to improve the value of your participation in the program? 

 
Objective Evidence:  
 
 
 
 
 
Comments: 
 
 

End of Document 
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Appendix 10.3. ESP Initial Completeness Review Checklist 
 

Indiana Environmental Stewardship Program 
 

Initial Application Completeness Review Checklist 
 
An initial application completeness review will be conducted on Letters of Intent and applications received for 
the Indiana Environmental Stewardship Program.  The Initial Application Completeness Review Checklist will 
be used to determine if the application or letter meets the minimum program criteria as requested by the 
Indiana Department of Environmental Management.  Indiana Environmental Stewardship Program application 
renewals will be reviewed using a separate checklist. 
 
To be completed within one week of receiving application: 
Task  Yes / No Comments 

Applicant Information and Contact Information are complete 
(Applicant has provided multiple street addresses) 

  

All ESP Application questions or Letter of Intent components 
are complete  

  

One environmental improvement initiative identified   

Appendix 1 is completed as required for total GHGs, 
hazardous waste, solid waste, and energy indicators  

  

Original copy of participation statement with signature 
present (faxed, emailed, or mailed copy) 

  

Independent EMS Assessment complete   

CTAP site visit complete as needed   

Site visit completed   

 
Comments:  
  
 

39 



Environmental Stewardship Program Initial Application Intake and Review B-001-OPP-PP-XX-07-S-R0 Rev. #: 1 
 

Appendix 10.4. ESP Program Checklist for Potential Regulatory Incentives 
 
State form is available at http://www.in.gov/icpr/webfile/formsdiv/53706.pdf.  
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Appendix 10.5. ESP Site Visit Guideline 
 

Please obtain the following information during an ESP Application Site Visit.  Provide a copy of all site visit 
notes and names of facility representatives to the ESP program manager.   

 
1. Introduction & Site Visit Overview  

• Introduce IDEM staff  
• Obtain names and contact information of applicant representatives 
• Explain site visit purpose and OPPTA confidentiality clause 
• Review agenda and make any necessary changes 

 
2. Application Review  

• Ensure all application questions have been completed 
• How did applicant learn of ESP 
• Discuss the identified environmental improvement initiative and obtain project details 

i. Verify baseline and future quantities and years  
ii. Verify normalizing factor 

• Obtain copy of ISO certificate if applicable 
• Obtain senior management signature on application 

 
3. Facility Overview 

• Obtain square footage of facility, number of employees, shifts, year facility opened 
• Obtain information about facility’s major operations, products, and services 
• Year EMS was implemented 

 
4. EMS Discussion 

• Scope of EMS 
• Members of Cross-Functional Team 
• Aspect identification procedure 
• Environmental management programs and goals 
• Tracking environmental indicators (electricity, natural gas, water, trash, hazardous waste) 
• Legal requirements identification 
• Employee training and environmental management program communication 
• Community outreach 
• Past environmental improvements or awards 

 
5. Compliance History & Permits 

• Review compliance summary with applicant 
i. Obtain clarification of issue(s) from applicant 
ii. Discuss corrective and preventative actions taken 

• Obtain type of permit(s)  
i. Air: Registered, MSOP, FESOP, Title V 
ii. Water: NPDES discharger / stormwater, local pretreatment permit, drinking water 
iii. Land: CESQG, SQG, LQG 

• Clearance checks 
i. Department of Workforce Development: Beverly Korobkin, 317.232.7487 
ii. Department of Revenue: 317.232.5977 

 
6. Facility Tour 

• Visual surveillance of facility, operations, environmental aspects, and compliance 
• Visit operations or areas concerning environmental improvement initiative 
• Visit operations or areas with past compliance issue(s) 
• Interview employee(s) in area of significant aspect for awareness and knowledge 
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7. Senior Management Interview 
• Why did you implement an EMS at your facility? 
• How do you support the EMS? 
• How do you use the EMS to drive continual improvement? 
• What are the limits to environmental improvement? 
• How does the EMS help you achieve your business goals? 
• Why are you interested in participating in ESP? 

 
8. Closing Meeting 

• Discuss pollution prevention suggestions, compliance concerns, and any remaining questions 
• Inform applicant that site visit notes will be provided to Commissioner Thomas Easterly for 

membership determinations 
i. ESP Program Manager may contact applicant with questions from IDEM management 
ii. ESP Program Manager will inform applicant of membership determination 

• Other  
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Appendix 10.6. Event Planner Template 

Event Planning 
 
Accept_________Decline________ Date of Event:  
 
Time of Event:  
 
Name of Event: ESP Award Ceremony 
 
Location of Event:  
 
Address of Event:  
 
Tom’s involvment:   welcome:________presentation:   keynote:_____Tour:   
Meals:_______ 
 
Event contact Person:  Phone#:  
 
IDEM contact Person: Stacey Martindale Phone#: 233.5554 
 
How many in attendance: Unknown List IDEM Staff in attendance: Rick Bossingham 
 
Length of speech: 10 minutes Q & A No 
 
Room arrangement: Unknown 
 
Topic: Award ceremony recognizing facility as member of Indiana Environmental 
Stewardship Program 
 
Talking points attached:  Yes X  No  
 
Agenda attached:  Yes  No X 
 
MACS responsibility 
Media Advisory: _____ 
Press Release:_______ 
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Facility Overview 
Facility name:   
Parent company:   
Products:  
Major Processes:  
Air Permit:   
RCRA Status:   
NPDES Permit:   
 
Requested ESP member incentives:  

 
Land:  
 
Air:  
 
Water:  

 
Other information:  
 
Description of Project: 
 
 
ESP Purpose: 
 
IDEM in partnership with the innovative leaders in industry can show that thoughtful 
environmental action can strengthen both the environment and the economy. 
 
ESP Requirements for entry: 
 

1. Satisfactory compliance record 
2. Implemented and EMS 
3. Commit to one environmental improvement initiative each ESP membership year 

 
ESP incentives include public recognition, regulatory flexibility, and favorable 
consideration in OPPTA’s innovative grant programs 
 
Current ESP Membership:   
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Driving Directions:  
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